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1. From the main page, you can select ‘Search 

openings’ to view new job listings without log-

ging in. 

2. You can leave all fields blank to view all vacan-

cies.  Or to narrow your search,  type in key-

words, location and or the date posted to view 

the latest job postings. 

3. A list of available positions will display as 

seen here. 

4. Click on the ReqID number to view the posi-

tion details. 

1. When the position description displays, you can 

apply for the position, send it to a friend or save it 

to a cart.   

2. When you select Apply Now, you are prompted 

to log in or create a new user account. 

3. To send to a friend, select ‘Send to Friend’ and fill 

out the email form and hit ‘send email’. 

4. To save the job to view later, select ‘Save to Cart’.  

You will be prompted to log in or create a new 

user account.  The next time you visit the site, 

you’ll be able to view the position if it’s still avail-

able. 

Our Hiring Process 
We welcome all candidates to consider us as your future employer! In order to be considered we ask that you complete our on-line 

application, which will require an email address, so we may communicate with you during the process. Applications will be ac-

cepted for identified open positions, so long as applications are received by Human Resource Solutions before the posting is closed. 

Please note that we do not have formal closing dates for our positions, but rather when the hiring manger has a sufficient applicant 

pool to move forward. You must identify a specific position(s) for which you wish to be considered.  Once you have submitted your 

on-line application you will receive an automatic email confirmation of your submission.  When your application has been reviewed, 

if you are considered to be a leading candidate, the hiring manager or a District representative will contact you directly.   

For questions regarding our hiring process, please call Human Resources at (561) 682-6365. Thank you for considering South Florida 

Water Management. 



You can create a new account from 

the main home page or when view-

ing available positions. Click on 

‘Create a New Account’ link on ei-

ther page to start the process. 

Username:  type in your email ad-

dress 

Password:  8 characters with a mix 

of numbers, letters (upper and 

lower case) 

Select a security question and the 

correct answer. 

Select ‘Create’. 
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Managing Your Account 
After creating your account, there’s a vari-

ety of options to choose from on the Appli-

cant Home Page .  You can search for va-

cant positions, check your submission 

status, edit your profile, upload your Re-

sume/Curriculum Vitae (CV) , view jobs 

saved in your job cart, or append to saved 

applications. 

The first step in applying for a position is 

to upload your Resume/Curriculum Vitae   

which we’ll complete next. 

 



The Resume/Curriculum Vitae (CV) Man-

ager allows you to manage up to 5 ver-

sions of your resume and cover letters. 

1. To upload your Resume/Curriculum 

Vitae, select the ’Resume/CV manager 

link on your account home page. 

2. Select ‘Add new resume/CV’ button.  

3. You have 2 options to add your re-

sume:  you can upload an existing re-

sume or build one in the application 

by selecting the appropriate radio 

buttons seen here: 

4. Type in a name for the resume and hit 

’Save’.  The upload process will take a 

few minutes. 

5. Once uploaded, you will see your re-

sume under the Resume/Curriculum 

Vitae.  You can edit, view, or delete 

your resume. 

6. To add a Cover Letter, select ‘Add 

new cover letter’ and copy/paste text 

from an existing letter or type a new 

letter.  Once completed, hit 

‘Save’.  You’ll see the cover letter un-

der the Resume/Curriculum Vitae 

complete and you manage it the same 

way you do your resume.  

 

Uploading and Managing Your Resume/Curriculum Vitae 
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From the main home, search for a open-

ing.  Once you’ve selected a position to 

apply for, select ‘Apply Now’ on the posi-

tion description page.   

The following screen will appear giving 

specific instructions to the application 

process: 

Once reviewed, select ‘Next’. 

The next screen will ask whether you ac-

cept the District’s Data Privacy policy.  If 

you do not accept, the application process 

will discontinue as it is a required compo-

nent in applying for a job at the district.  If 

you accept, the next screen will allow you 

to input your profile information and up-

load your resume or use a resume you al-

ready uploaded into your profile ac-

count.  You can preview the resume and 

when ready, hit ‘Next”. 

 

Applying for a Position 
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When you upload your resume Resume/

Curriculum Vitae, a character recognition 

program assists you in filling in most of the 

application fields.  We do recommend you 

review all the fields to ensure 100% accu-

racy.  If some of your information is not 

detected, you will have to insert it into 

the fields.   

1. Fill out the required fields if not al-

ready filled, review for accuracy and 

hit ‘Next’. 

2. On the Candidate Profile, your work 

experience information and education 

will be populated from the resume you 

uploaded.  Make any necessary 

changes by selecting ‘edit’ next to the 

field.  Select the ‘most recent’ employment 

radio button and ‘most recent’ education 

radio button.  Select the appropriate edu-

cation radio button and hit ‘Next’. 

3. Answer the next question asking 

whether you are currently an em-

ployee at the District.   

Internal Candidate Questions:  If you 

are an employee of the District and have 

been in your current position less than six 

months, you are not eligible to apply and 

your application will not be processed.  If 

you are currently on a Performance Im-

provement Plan, you will not be eligible to ap-
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External Candidate Questions:   

1. You will be asked how you heard about 

the available position and whether you 

are claiming Veteran’s Preference.  Se-

lect the appropriate answers and hit 

‘Next’.  

2. Next, fill out additional information re-

garding your previous employ-

ment.  Provide the company name, su-

pervisor, contact number, your salary, 

and reason for leaving and whether or 

not we may contact that em-

ployer.  Complete this for each em-

ployer listed on your resume and hit 

‘Next’. 

3. Answer the ‘Additional Information’ 

questions regarding your legal back-

ground and whether you have ever 

been convicted of a crime. 

4. Next, answer the questions to determine 

your eligibility to work in the United 

States, your driver’s license, your mini-

mum salary requirements, and your rea-

son for leaving your current employer 

5. Next, answer which professional certifi-

cations and/or licenses you may hold 

and identify which ones they are from 

the list provided.  If they are not listed, 

select ‘other’ and type in the name and 

hit ‘Next’. 
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All candidates will be asked to complete 

the optional EEO questions.  If you do not 

wish to self-disclose, please select from 

the option provided and hit ‘Next’. 

Next, upload any attachments you wish to 

include with your application.  Browse for 

the file on your computer and hit 

‘Upload’.  Once complete select ‘Next’. 

Finally, if your application is complete, 

select ‘Submit’  A confirmation message 

will display and you will receive an email 

notification notifying receipt of your appli-

cation. 

Applying for a Position, continued 
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On the main screen, you are able to track 

the submission of any District positions 

you applied for by selecting ‘Job Submis-

sion Status’. 

You will see an HR Status which will iden-

tify where you are in the process.  Once 

your application has been accepted by 

Human Resources (HR), you will have the 

ability to withdraw or re-activate your ap-

plication.   

 

Tracking your Job Submission Status 



Job Cart 

If you are interested in a position but want 

to review or apply for it later, you can add it 

to the ‘Job Cart’.  You can view all the posi-

tions added to your Job Cart by selecting 

“Job Cart’.  Note if a posting for a position is 

closed while the job is in your Job Cart, it 

will disappear from your Job Cart. 

Saved Drafts 

To resume applying for a position you 

saved as draft, select ‘Saved Drafts’ to con-

tinue processing. 

Search Agent Manager 

Search agent manager allows you to save 

search criteria you frequently use.  It will 

send email notifications to you if a position 

becomes available that meets your search 

criteria. 

1. To create a new search agent, select 

“Search Agent Manager’ from the main 

page. 

2. Select ‘Create new search agent’ from 

the search manager page. 

3. Fill out the form seen here and hit 

‘Save’.  

4. Your search is now added to the Search 

Agent Manager where you can manage 

Other Helpful Tips 
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